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THEATRE BOOKING FORM – Part 1

Details of Hirer

	Contact Name




Organisation & Position Held

	Contact Address









Email:

	Daytime Telephone:





Evening Telephone:

	I have read the Palace Theatre Conditions of Hire and agree to abide by them.

SIGNED:






DATED:

For and on behalf of the above named organisation.


Date & time of booking(s)

	Description of use
	Date
	Time from
	Time to

	e.g. Full Dress Rehearsal
	Monday 30th April 2007 
	6.00pm
	11.30pm

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






Please continue on separate sheet if necessary.

	Title of performance / event:



	Please give brief details of the nature of the booking, to aid with future publicity and planning of the Theatre (include website if applicable):




Please return Part 1 immediately to The Box Office at the address above in order to reserve your required dates and times. All applications will be considered on quality and artistic merit, taking into account the need for a balanced and creative programme.   Please also include a copy of your Equal Opportunities Policy.  Part 2 can be kept and returned at a later date, but must be at the Theatre at least 12 weeks prior to the booking. A full deposit (20% of basic hire charge) must accompany Part 1 of this application.

	FOR OFFICE USE ONLY

Fee Payable







Balance Paid

Deposit Paid







Date


THEATRE BOOKING FORM – Part 2

Details of Hirer

	Contact Name




Organisation & Position Held

	Contact Address









Email:

	Daytime Telephone:





Evening Telephone:


Date & time of booking(s)

	Description of use
	Date
	Time from
	Time to

	e.g. Full Dress Rehearsal
	Monday 30th April 2007 
	6.00pm
	11.30pm

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	Title of performance / event:




Music

	Will any music be performed or played within the performance?




YES / NO



	If yes, then a Performing Rights Society Fee (PRS) will be charged.

If you do not feel you should be charged please provide evidence that you are exempt or pay rights directly.

Details of PRS Conditions can be found on page 11.

	Will you require the use of a Grand piano on stage?







YES / NO

If yes, the piano will be tuned just prior to your booking and charged to you at cost. + 10%
.

Please enquire at the Box Office for the current rates.


Technical Details

	Will you be using stage lighting or sound equipment other than that supplied within the hire?


YES / NO

(If YES, it must be PAT-tested and approved by our technical staff)

If YES please supply details, including those of the Hire Company.




	In order for the Theatre to comply with Health and Safety legislation, you must inform us in advance of any special effects you will be using (i.e. strobe lighting, smoke, and pyrotechnics).  Naked flames will not be permitted on the stage.  Please give details below, and the Theatre Technician will discuss these with you in more detail.  No scenery, additional staging or props can intrude into the auditorium beyond the proscenium arch line.




	The Theatre Hire Fees include one member of technical staff for the times noted in the hire charges only.  Volunteers will not be permitted to use Theatre owned technical equipment, as current insurance covers council employees only.  Will additional members of technical staff be required? (please see attached Hire Charges)

If YES then please give details.




Box Office Details

	Full title of Show & Producing Company



	Time performance(s) start



	Time performance(s) end



	Time, and duration, of  interval (s)




Ticket Prices

The Palace Theatre is proud of its place at the heart of the community.  Torbay Council encourages potential hirers who wish to use the Theatre to adopt its ticket pricing structure and offer concessions for performances. 

	Price 

Band
	Adult
	Young People

(aged 2 – 18)
	Student

(with college ID card)
	Senior Citizen

(Aged 60+)
	Disabled
	Friends of the Palace

Theatre
	Torbay Foster Families (Adult ticket)
	Family (2 adults 2 children)

	Example
	£10
	£8
	£8
	£8
	£8
	£8
	£8
	£32

	A
	
	
	
	
	
	
	
	

	B
	
	
	
	
	
	
	
	

	C
	
	
	
	
	
	
	
	

	D
	
	
	
	
	
	
	
	

	If you require further concession categories or price bands, please contact the Box Office.

Please mark the price bands clearly on the attached seating plan.

From what date do you wish tickets to go on sale?


…./…/…

	Palace Theatre Box Office offers a standard Group Booking Discount – ‘Buy 10,  pay for 9’

Do you wish to apply this discount



YES/NO

	Title of Show (up to 30 characters available):

Presented by (up to 30 characters available):

Optional information (up to 30 characters available): 

Would you prefer Reserved or Unreserved seating? 

RESERVED/UNRESERVED

Is this show suitable for children? If so for what age range?

	Contact for posting confidential financial details, contracts and invoicing.

Name:

Address:

Telephone:


Publicity

	All publicity material must state the PALACE THEATRE, PAIGNTON AND THE Box Office telephone number as (01803) 665800. (Due to the possibility of varying opening hours, there is no need to include opening hours on any publicity material or contact the Box Office for up to date information.)

Please include a press release (which we will distribute if we receive press enquiries) and please give a brief description of the show, in no more that fifty words, to enable the Box Office to advise customers on the contents of the performance (e.g. suitable for children, comedy, dance, etc.)



	Will you require the use of our poster sites at £2.50 per poster per week?



YES/NO

Posters must be Double Crown or A1 or A2.  Specific sites cannot be booked, and we will allocate them on a first come, first served basis equally between organisations.

Max. Site Numbers:





Max. No. Of Weeks:

	Contact for publicity requests.

Name:

Address:

Telephone:


Please Note: It is the Hirer’s obligation to market the show, and although the Theatre will help if at all possible, no responsibility will be taken for marketing activities at the Theatre. Please contact The English Riviera Tourist Board 0870 70 70 010 or email tourist.board@torbay.gov.uk. If you wish to be included in their free website listings. 

	The Box Office will require Double Crown or A3 and A5 flyers for promotion within the Theatre and the Torbay Tourist Information Centres.  The display of this material is not automatic, and subject to it being of appropriate quality.


Insurance – If applicable, a photocopy of the policy must be provided with this agreement.  

PLEASE SEE CONDITION NO. 18 IN THE ATTACHED CONDITIONS OF HIRE

This agreement to hire is subject to the attached conditions of hire.   I confirm that I have read the Palace Theatre Conditions of Hire and agree to abide by them.

	NAME:





ORGANISATION & POSITION

SIGNED:







DATED:

For and on behalf of the above named organisation.


	TORBAY COUNCIL TRADING AS THE PALACE THEATRE RESERVE THE RIGHT TO REFUSE  


ANY BOOKINGS WHICH THEY MAY CONSIDER UNSUITABLE FOR THE VENUE.

A full deposit (20% of basic hire charge) must accompany Part 1 of this application.


Please return the application form to:

Theatres, Arts & Events, Torbay Council, Cultural Services, Tor Hill House, Union Street, Torquay, Devon TQ2 5QW. Tel: 01803 208863

	FOR OFFICE USE ONLY

Received







Bill issued

Deposit Paid


Balance Paid







Date


Please read and retain this Page for future reference.

	· To prevent confusion, tickets can only be sold through our computerised Box Office system.  We also have an agency sales agreement with the Tourist Information Centres in Torquay, Paignton and Brixham.  All tickets will therefore be available for purchase from these three Centres, subject to the agreement of The Tourist Information Centre Manager.
· If you wish to prevent seats from being sold (for sound desks, video cameras, etc.) we must have this information from the time of booking.  Once removed they cannot be sold, and vice-versa.
· All children over the age of two need a ticket.  Those under two will be admitted free, but must sit on a lap.

· If you wish to issue complimentary tickets for press, volunteers, staff etc.  This must be done through the named person, listed on page 5.  If you are issuing special rate vouchers please send the Box Office a sample copy of your vouchers, which they will then swap on presentation for a ticket at the time of booking.

· Reservations under 10 tickets will be held for a maximum of 5 days, after which time the tickets will be cancelled automatically with or without notification.

· Reservations and Group Bookings over 10 tickets will be held for a specific period discussed with the client.  These groups may be contacted on a regular basis to ascertain the status of the reservation.

· The theatre retains the right to refuse reservations up to 7 days prior to the performance.  The Box Office offers a full range of payment facilities over the counter and on the phone.  We are able to accept all major credit and debit cards.  Cheques and Postal orders made payable to Torbay Council.
· There is a charge for postage of £1 for each set of tickets sent, which is re-charged to the customer.

· One member only of your organisation, listed on page 5, will be given confidential Box Office information of the booking and all enquiries should come through them.  If you require further marketing information, contact the box office for further details.

· For the purpose of data protection, listings of customers will not be issued 
· Please ensure that all members of the society are aware that we reserve the right to refuse third-party bookings c/o society members.  If there is a specific reason to do this we require the contact Name, Address and telephone number of the person the tickets are for, especially if the bookings are reservations.
· Please ensure that all tickets details are returned and confirmed with the Theatre BEFORE announcing details to members or the general public.  Or if details are unclear, please indicate in writing an approximate ‘On Sale’ date.




Technical Specifications

The items listed below are included within the basic hire charge, except for those marked as subject to an additional hire charge. 

Stage:
Pros arch 3.2m x 7.2m; performance area 7.2m wide, 10m deep; wing width 2m; light grey tempered hardboard floor slightly raked (Please inquire re. floor painting); backstage crossover; stage area centrally heated; ceiling/grid height 6.4m; 21 hemp flying lines – 120 kg per set; 3 winch lifted LX bars; black cloth masking, red drawn house tabs, black tab set; White backcloth available; 13amp outlets at PS+OP; small apron and steps to auditorium OP if required; tumbling safety curtain; orchestra pit avg. 12 piece max; dock door 1.1m x 3.4m with access to parking area; stage plans available with full details.

Lighting:
Zero88 Bullfrog lighting desk @ rear centre of auditorium; 72 ways of 10 amp dimming; temporary power 63amp 3 phase busbar; 16 Quartet PC, 8 Source 4 Profile, 6 Source 4 PAR, 20 PAR 64, 12 Pat743, 2x3 circuit full width flood battens; 2 Solo CIS F/S; 10 Harmony F; 6 Harmony Profile; 10 lit RAT Music Stands.

Sound:
Allen & Heath 32-4-2 Mixer @ rear centre of auditorium; 2 Crown Macrotech 1220 amps; FOH: 2x Bass enclosures (2x15”), 2x Mid/High speakers; Full graphics on all channels; 8 channels of compression; Midiverb effects; 4 JBL monitor speakers + amps; 2 AKG rifle mics; 2 Crown PCC 160 PZM’s; Selection on mics SM58/SM57 etc.; Double tape deck; CD deck; MD deck; 24way multicore from control to stage. 32amp socket S/L; Larger PA available on request, please enquire. Back stage tannoy system. Acoustics: music and spoken word. 

Stage

Management:
Prompt corner SL, headset comms. With up to 4 outstations, no cue 

lights; shows called from prompt corner.  CCTV with monitor PS.

Backstage:
4 large, 1 small, 1 spare dressing rooms accommodating 25+; band 

room available; kitchen with laundry facilities.  No disabled access 


backstage.

Additional:
Concert grand piano available on stage; cottage upright in pit / bar, grand in rehearsal space, radio mics, gauzes, rostum, star cloth, additional lighting and stage decking etc. available to hire.  Contact Technical Manager c/o Palace Theatre

TORBAY COUNCIL - THE PALACE THEATRE

CONDITIONS OF HIRING

1) All applicants for the use of the Theatre and extra facilities must be made in writing on the form attached hereto.  The applicant must state precisely the nature of the purpose for which the Theatre is required. All applications and correspondence relating to a hiring must be made direct to the Torbay Council (hereinafter called ‘the Council’) and it will not hold responsible for any mistake arising through non-compliance with the conditions.  The Council reserves the right to call for further particulars respecting any proposed booking.

2) The Council shall have an absolute discretion to refuse an application to hire the Theatre.

3) The Theatre shall not be used for any purpose other than that stated in the application without the consent in writing of the Council first being obtained.

4) The Hirer shall not assign the right to use the Theatre or effect any form of sub-letting whatsoever.

5) All applications must be accompanied by a deposit (10% of the basic hire charge), which will be appropriated as part of the hiring fee if the application is granted and returned if it is not.  The balance of the fee must be paid on immediate receipt of a Council invoice after the booking has occurred.

6) Under no circumstances will access be given to the Theatre until the whole of the deposit has been paid and these conditions complied with.

7) The Council reserves the right to refuse payment of the hiring fees by cheque.

8) The person whose name is on the application form must be over 18 years of age, and will be deemed to be the Hirer.

9) If the hiring is cancelled or postponed:-

a)
More than 3 months before the date of commencement of the hiring the amount of the deposit shall be returned but without prejudice to any claims the Council may have against the Hirer for expenditure incurred as a result of the hiring agreement.

b)
Within 3 months of the date of commencement of the hiring the deposit shall be forfeited, and

c)
Within 14 days of the commencement of the hiring the full amount of hire charge shall be demanded and will be forfeited unless the Council otherwise decide.

10) No child shall perform on stage under the legal age and any such license for a child must be obtained by the Hirer and produced on demand to the Council before the date of the commencement of the hire.

11) The Council shall have the exclusive right to supply food or drink (including alcoholic drinks) at any function being held in the Theatre.  The Hirer shall therefore notify the Theatres, Arts & Events Manager of his requirements.

12) The Hirer or any person under his control shall not do anything whereby any of the conditions of the Licences held by the Council covering the various uses of the Theatre shall be infringed.  A copy of these conditions is open for inspection at the Box Office during normal hours of business, and the 


Hirer shall be deemed to have full knowledge of the contents thereof whether or not he has availed 

 himself of the opportunity of inspection.

13) No dogs or other animals are allowed into the Theatre at any time, excepting Assistance Dogs.

14) At least 14 days notice must be given to the Theatres, Arts & Events Manager for the basic lighting programme.

15) The Council reserves to its duly authorised officers the right to enter the Theatre at all times.

16) The accommodation provided in the Theatre is limited to 386

17) Hirers must adhere strictly to the above limit and tickets must not be issued for any greater 
number.  No re-arrangements of the seating accommodation or of any other facility provided in 
connection with the Theatre is permitted in the Theatre without the written consent of the Council and any re-arrangements approved must be carried out by the Council’s staff.
18) All commercial, professional and political organizations are required to hold public liability insurance covering all matters which are the subject of the indemnities and undertakings herein. It is the responsibility of the Hirer, after having taken any necessary professional advice, to determine the appropriate level of cover, having regard to the level of risk, in respect of any one incident and unlimited in total. The Hirer must provide evidence that insurance cover has been arranged before the commencement of the booking.

Other organizations and private individuals that hire the Theatre may also arrange their own insurance as detailed above and provide evidence of the policy to the Council. If no policy is in place the Hirer will be required to pay an additional fee of 10% of the total hire charge to obtain cover within the Council’s own policy. Any sum by way of excess under this Policy will be payable by the Hirer to the Council for each and every claim paid.

19) No responsibility will be accepted or compensation paid by the Council in the event of loss or damage being suffered by the Hirer on account of failure of the lighting, heating or any other equipment of the accommodation.

20) The Council reserves the right in their absolute discretion to cancel any hiring should they consider it necessary to do so by reason of any royal demise, public calamity, epidemic or destruction of or damage to the premises by fire or by reason of any other unavoidable cause and 
where the Hirer of any of these conditions on any one of those occasions shall entitle the Council to cancel the hiring for any subsequent occasion or occasions.  The Council’s liability in the event of any such cancellation shall be limited to the return to the Hirer of any deposit or hiring fee paid by him.

21) Any complaints arising out of the hiring of the Theatre, etc. must be made in writing to the Theatres, Arts & Events Manager within 48 hours of the occasion for such complaint.

22) Whenever the consent of the Council in writing is required to be given in accordance with these conditions such consent shall be deemed to be given if in writing under the hand of the Theatre, Arts & Events manager, or his deputy.

23) These conditions may be enforced by any duly authorised officer of the Council and they shall have the right to remove or have removed or have excluded form the Theatre any person or persons committing breach of these conditions.

24) The Hirer shall not obstruct or permit the obstruction by person or property of any gangway, passage, stairway or flight of steps either inside or outside the Theatre.

25) Smoking is strictly prohibited on or anywhere in the vicinity of the stage, auditorium, foyer and in the dressing rooms.

26) No decorations, flags, emblems, banners or signs will be permitted to be displayed either inside or outside the Theatre without the previous consent of the Council in writing.

27) All woodwork, scenery, flats, draperies, floral decorations, curtains or nay other properties whatsoever provided by the Hirer and used in connection with any booking of the Theatre must be rendered non-inflammable and so maintained, failing which the use thereof is prohibited.

28) No nails, tacks, drawing pins, hooks or screws shall be driven onto the walls, doors, floor, furniture or any of the woodwork.  No balloons filled with inflammable gas shall be sold or exhibited or used in connection with any hiring, and nothing shall be done in connection with nay hiring which shall in any way increase risk of fire.

29) The Hirer shall not commit or permit any interference of any description with nay of the fittings, apparatus or furnishings of the Theatre without first obtaining the consent of and complying with the requirements of the Council or its authorised officers in respect thereof.

30) Should any damage be done to the building, fittings, apparatus or furniture the expense of making good the same shall de defrayed by the Hirer.  The Council shall be sole judge of the damage done and the amount thereof.  Any articles or items belonging to the Council that may be found to be lost or missing form the Theatre during or after any hiring shall be paid for by the hirer.  A deposit or guarantee of security against any such loss or damage will be demanded if thought necessary in the opinion of the Council.

31) Tickets for events within the Theatre may only be issued by the Theatre Box Office, unless specific permission is sought from the Theatre, Arts & Events manager.  All other tickets will be declared void.  A valid ticket does not automatically permit entry to the Theatre, and the Theatre, Arts & Events manager, or deputy may prevent entry if it is considered to be in the best interests of the Theatre.

32) Hire of the Theatre, or associated room, does not include the parking facilities adjacent to the rear of the Theatre.  These facilities are strictly for Theatre staff and emergency vehicles when required.

33) Illegal fly postering in order to promote an event within the Theatre will not be tolerated.  If this occurs the booking will be terminated and deposit will not be returned.  The Theatre will not be liable for any costs associated with the removal of illegal billposters.

34) If it is desired to display outside the Theatre a poster or announcement, such a poster or announcement must be sent to the Theatre Box office who will endeavour to arrange for its 
display.  The Council reserves the right to refuse to display any such posters announcements which it considers unsuitable or where circumstances make it inconvenient.

35) The Hirer shall fully indemnify and keep indemnified the Council, its employees and agents against all liabilities, claims, damages, charges or expenses which may be incurred by or made against the Council in respect of personal injury (including injury resulting in death) or loss of, or theft of or damage to property arising out of or in connection with this agreement except to the extent that the Hirer shall not be called upon to indemnify the Council against any such matters which arise from the negligent act or default of the Council, its employees or agents.
36) The Hirer shall indemnify the Council against any loss or damage suffered by, or any claim made against the Council arising from any breach of these conditions by the Hirer, his servants, agents or employees.
37) The Hirer shall comply with all the statutory provisions with regard to Copyright in relation to the performances or use of Copyright works or material in the Theatre and shall indemnify the Council from and against all actions, proceedings, costs, claims and demands whatsoever arising from any failure to do so.
38) The Council has taken out a Licence with the performing Rights Society Limited to cover the performance of all musical work in the repertoire of that Society.  The Hirer shall comply with the Conditions of the Society’s License (which may be inspected on application to the Theatre, Arts & Events Manager) and in particular shall:-

a)
Permit the Society, by its duly authorised agent, to have the free right of entry in and upon 
the accommodation during all times of public performance.

b)
Within 24 hours of the termination of the hiring or in the case of a hiring extending over a 
period at such intervals during the period as may be required supply to the Theatres, Arts & 
Events Manager for transmission to the Society a List signed by the Hirer of all music 
performed and of all songs sung with the names of the authors, composers, arrangers and 
publishers of such compositions and the number of times such has been performed, and

c)
If no music is to be performed or songs sung, the aforesaid form shall be endorsed to this 
effect and similarly returned to the Theatres, Arts & Events Manager.

39) Hours of hiring must be specified on these booking forms and The Council reserves the right to 

hire the theatre spaces during times not specified upon booking.  Should you need to change your original hours, this will be in agreement with the management and will  be charged at the appropriate rates.

PERFORMING RIGHTS SOCIETY

Before any performance of copyright musical works can be given in public, those responsible for the event are required to obtain the permission of the owner if the copyright of the works concerned.

Obviously, if each music user were to have to seek out separate permission for each individual work to be performed the administrative burden would be extremely onerous.  Through the PRS it is possible to obtain permission to use virtually any copyright works (exceptions are in certain specialised areas such as ‘grand rights’) by applying for a licence and paying the appropriate royalties.  For the hirers of Local Authority premises the administration is further simplified by virtue of the fact that almost all Local Authorities have their own licence with PRS, including Torbay Council.  The hire does not need to apply personally to PRS; Torbay Council, through the palace Theatre Box Office will take care of the licensing arrangements.  However the Theatre needs to provide certain information to PRS in order that the appropriate fee can be assessed.

In most cases, the information required by PRS will be restricted to the frequency and general description of events that have taken place.  The main exceptions to this are that;

(1)

When events such as popular concerts, classical concerts or variety shows occur, 

it is necessary for the box office receipts (net of VAT) to be declared, as the royalty 

is usually a percentage of such figures.

(2)

For all live music events PRS requires a programme return form to be completed.  

This comprises a list of the individual works used during particular performances.

Please co-operate with the Theatre over the provision of this information which they are contracted to supply to PRS.  Failure to do so can result in performances being unauthorised and pour rights being infringed.  In such cases PRS will take action as necessary to protect its members rights.

Please also note, that any account balance at the end of a production, may be withheld by the Theatre until suitable PRS information can be supplied.

Should you have any further queries please do not hesitate to contact the Box Office on (01803) 665800 (After April 2007 – prior to this please contact 01803 208863)
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